//I) Cardinal Employee Self-Service Job Aid

ESS How to Create a Life Event

How to Create a Life Event Overview

The purpose of this Job Aid is to walk through the different life events that an employee can submit
through the Employee Self-Service portal (ESS).

Birth, adoption, marriage, and divorce are currently the only life events employees will be able to
initiate changes for through ESS. The Agency BA reviews the documentation once received and
reverses enrollment if the event is not supported. All other life events will need to be initiated by the
Agency BA when the employee requests changes and provides documentation.
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Initiating ESS Life Events

1. Navigate to the Cardinal Homepage.
The Cardinal Homepage displays.

v Cardinal Homepage

Cardinal Message Board ‘Cardinal Portal

0

Message(s) published today ﬁ

Total active message(s)

Payroll

Personal Details Benefit Details Total Rewards Job Summary

9, =

o O\

2
= ﬁ
oo

02HR01438 November 2020

Note: Individual tile availability and placement is dependent upon individual user and security
settings.

2. Click the Benefit Details tile.

The Benefits Details page displays with the Benefits Summary tab displayed by default.

%= Benefits Summary — (D)
Store & Warehouse Spec Il

¥4 Life Events Benefits Summary

(5 DependentBeneficiary Info Asof 0111212021 =)

Benefits Enroliment

1. Benefit Statements Type of Benefit Plan Description Coverage or Participation

- Medical ‘COVA HithA Prev D Singl

i Affordable Care Act v ca v PrevDen ngle >
Imputed Life Imputed Life Insurance Income Salary X 2 >
Section 457 Waived

e el o o 2% Soiaal s
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3. Click the Life Events tab on the left side of the page.
The Life Events tab displays.

*° Benefits Summary
Store & Warehouse Spec [l

#4 Life Events I Life Events

E’ Dependent/Beneficiary Info Qualifying Mid-Year Events - also known as Life Events

There are some events that involve you as the Employee or your family members.

Fe Benefits Enrollment Review the choices and select the appropriate Event. Then enter the date of your event.
) For additional Life Events, please contact your Benefits Administrator. State employees can go to the Enroliment Form for Active Employees on the
%l Benefit Statements DHRM website for additional Life Events.
ﬁ Affordable Care Act ~
Employee

O 1 got married
O 1 have a newborn
O 1adopted a child

O 1 got divorced

Start Life Event

Note: The remaining sections of this Job Aid begin at the Life Events tab (displayed above). Refer
to the applicable section of this Job Aid based on the type of Life Event to continue.
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Birth Life Event

Benefit Details

%= Benefits Summary ©

§4 Life Events Life Events

E’ DependentBeneficiary Info Qualifying Mid-Year Events - also known as Life Events

There are some events that invelve you as the Employee or your family members.

@ Benefits Enroliment Review the choices and select the appropriate Event. Then enter the date of your event.
- For additional Life Events, please contact your Benefits Administrator. State employees can go to the Enrollment Form for Active Employees on the
:- Benefit Statements DHRM website for additional Life Events.
Employee

O I gotmarried

QC I have a newborn

O 1adopted a child

O 1 gotdivorced

Start Life Event

1. Click the | have a newborn radio button option.

= Benefits Summary
Store & Warehouse Spec Il

¥4 Life Events Life Events

E, Dependent/Beneficiary Info Qualifying Mid-Year Events - also known as Life Events

There are some events that involve you as the Employee or your family members

@ Benefits Enrollment Review the choices and select the appropriate Event. Then enter the date of your event.
. For additional Life Events, please contact your Benefits Administrator. State employees can go to the Enrollment Form for Active
-+ Benefit Statements Employees on the DHRM website for additional Life Events.
fiii Affordable Care Act v
Employee

O | got married
@ | have a newborn
O | adopted a child

O 1 got divorced

“As Of

The Life Event must be completed within 60 days of your gualifying event or you will not be eligible to change your Benefit
elections.

2.  Select the child’s date of birth using the As Of Calendar icon or by entering into the text field.
3. Click the Start Life Event button.
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The Birth Event page displays.

m Birth Event

e

ABRWelcomejto;the Birth Event Task: Welcome to the Birth Event
© Complete
%  Birth Date R ; . :
O Not Started This is a good time to consider how having a new dependent may affect your health care coverage, life insurance, tax withholdings and other

important choices.

% Acknowledgement s A y = % I 3
O Not Started This guide will take you through all the steps necessary to ensure that your personal profile and benefits information is updated to reflect this event
in your life.

Benefit Summary
O Not Started

N

4. Read through the Welcome to the Birth Event information and then click the Next button.

The Birth Date page displays.

Cancel

‘ (Previuusl Next »

%  Welcome to the Birth Event

@ Complete Birth Date

5 Abirth event may require a change to your benefit enrollment. You'll have an opportunity to have the
% Birth Date system prepare your new benefit options during the Benefit Enrcliment step. Once your new options
© In Progress are prepared, you may change your benefit enrollment.

%  Acknowledgement A
O Not Started Date of Birth: 01/03/2021

O Not Started

e N e v Y Y Y i e T I L W

5. The Date of Birth field will default to the As Of date previously selected on the Birth Events page.
Validate this is the child’s accurate date of birth, and if required, update using the Date of Birth
Calendar icon.

0. Click the Submit button.
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The Submit Confirmation page displays.

Cancel

‘ (Previousl Next >

%  Welcome to the Birth Event Birth Date
© Complete

Submit Confirmation

%  Birth Date

& Complete ™ The Submit was successful

%  Acknowledgement
© Not Started

OK

Benefit Summary
O Not Started

S T .Y S O NNt

7.  Click the OK button.
The Birth Date page redisplays.

Cancel £ Previous Next >
%  Welcome to the Birth Event -
© Complete Birth Date
X A birth event may require a change to your benefit enroliment. You'll have an opportunity to have the
%  Birth Date system prepare your new benefit options during the Benefit Enroliment step. Once your new options
@ Complete

are prepared, you may change your benefit enroliment.

%  Acknowledgement Date of Birth:
O Not Started

01/03/2021

N I i e N o T N T s TP T S PSS

8. Click the Next button.
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The Acknowledgement page displays.

9.

10. Click the Save button.

11.

pasa %ﬁ W S S W V.V SN N

%  Welcome to the Birth Event
@ Complete

%  Birth Date
& Complete

*  Acknowledgement
© In Progress

Benefit Summary
QO Mot Started

Dependent/Beneficiary Info
O Not Started

%  Benefit Enroliment
O Not Started

Summary
QO Mot Started

Cancel ‘ < Previous

As a participant in the Local Choice Health Benefits Program for active employees and refirees, | certify that
| have reviewed and understand The Local Choice Health Benefits Program eligibility and enroliment
information and | agree to abide by all parficipation reguirements.

Participants Covering Dependents

As a participant covering dependents | | also cerify that all dependents listed meet the eligibility
requirements of the Pregram and that the information | have provided is complete and accurate fo the best
of my knowledge.

» | understand that intentionally giving incorrect information is considered perjury and punishable fo the
fullest extent of the law.

» | understand that the health plan and ifs business associates have the right to use Protected Health
Information in connection with the tfreatment, payment and health plan operations allowed for by
the Health Insurance Portability and Accountability Act.

You may add the newborn as well as any eligible family member within 60 days of the date of the birth event. The effective
date will be retroactive to the date of birth {deductions will be collected for the entire month in which the event occurred).

Required Documentation: Photocopy of birth certificate or legal adoptive agreement showing employee's name must be
provided to your benefits administrator. (Mote: If this a legal pre-adoptive agreement, it must be reviewed and approved by
Office of Health Benefits).

Mid-Year Life Event Policy

O 1 Agree

Save

Read through the Health Plan Acknowledgement information (scroll up and/or down, as required)
and then select the | Agree checkbox option.

Click the Next button.
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The Benefit Summary page displays.

coct] | < prvieus | |
%  Welcome to the Birth Event Task: Benefit Summary
@ Complete
As Of 01122021
%  Birth Date
@ Complete
%  Acknowledgement
© Complete Type of Benefit Plan Description Coverage or Participation
Benefit Summary Medical COVA HithAwr + Prev Den Single >
® Visited
Imputed Life Imputed Life Insurance Income Salary X 2 >
Dependent/Beneficiary Info
Mot Started
© Mot Starte Section 457 Waived

AT N P o e [V N NP
12. Click the Next button.

The Dependent/Beneficiary Info page displays.

‘ (Previclus‘ Next >

Cancel

%  Welcome to the Birth Event - =
Store & Warehouse Spec Il

@ Complete
%  Birth Date Task: Dependent/Beneficiary Info

@ Complete

Dependent and Beneficiary Information

*  Acknowledgement .

® Complete Mo data exists

Benefit Summary Add Individual
@ Visited

Dependent/Beneficiary Info
WMWW

13. Click the Add Individual button to submit the personal information for the child being added.
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The Individual Dependent/Beneficiary Information page displays.

|_ Cancel | Individual Dependent/Beneficiary Information

Select Save after you have edited your Dependent/Beneficiary's information. The changes will go into effect on Jan 8, 2021

Name

Add Name

Personal Information

Date of Birth

TNt N ol et 0 B P ST o 0 i AN

14. Click the Add Name button.

The Name page displays in a pop-up window.

Cancel | Name

Name Format | English v

Name Prefix v

I"First Name I

Middle Name

*Last Name

Name Suffix v
Display Name
Formal Name

Name

15. Enter the child’s first and last name in the corresponding fields.
Note: Optionally add the child’s name prefix, middle name, or name suffix, as applicable.

16. Click the Done button.
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The Individual Dependent/Beneficiary Information page returns.

[Canoel | Individual Dependent/Beneficiary Information

Select Save after you have edited your Dependent/Beneficiary's information. The changes will go into effect on Jan 8, 2021

Name

Personal Information
Date of Birth
*Gender -
*Relationship to Employee v
*Marital Status | Single v As of
“Student | No + As of
“Disabled | No v As of
*Smoker | Non Smoker v As of
Address
Address Address Type Same as mine
1901 Brandywine St Home Same as mine >

Richmond, VA 23220

National ID

No data exists

Add National ID

NAPTI ettt i i AN NN N tne ol o i B o]

17. Within the Personal Information section, complete the Date of Birth, Gender, and Relationship
to Employee fields.

18. Click the Add National ID button.

Note: If the child has not received a National ID Number at the time of enrollment, skip to step 21
and update when the information becomes available.
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The National ID page displays in a pop-up window.

| Cancel | National ID Done
*Country v
*National ID Type v
"National ID
Primary ( Yes I )

19. Complete the Country, National ID Type, and National ID fields for the child.
20. Click the Done button.

The Individual Dependent/Beneficiary Information page returns.

B N ¥ A S AN U E i WLV o W SV AP NP

National ID
+
Country National ID Type National ID Primary
United States Social Security Number vy >

Phone

No data exists

Add Phone

21. Click the Add Phone button.
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The Phone Number page displays in a pop-up window.

| Cancel Phone Number
Same as mine {f?_?ET__j
Type v
Number
Extension
Preferred I:: Yes | :]

22. Select “Yes” for the Same as mine field.

23. Click the Done button.

The Individual Dependent/Beneficiary Information page returns.

PPN /“‘\\ﬁ/\hmﬁﬁﬂ»w—ﬁ“\ /“““‘""f’\/ﬁ\ r“”\mq J,,—.,\_/W\/-'\ Mﬂmm

Phone

+
Number Extension Phone Type Same as Mine Preferred
v v >
Email

No data exists

Add Email

24. Click the Add Email button.
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The Email Address page displays in a pop-up window.

| Cancel | Email Address

*Email Type v

*Email Address

Delete

25. Select the Email type and enter the applicable Email Address using the corresponding fields.

26. Click the Done button.

The Individual Dependent/Beneficiary Information page returns.

| Cancel | Individual Dependent/Beneficiary Information |Save|

Select Save after you have edited your Dependent/Beneficiary's information. The changes will go into effect on Jan 3, 2021

Name

Personal Information

Date of Birth |01/03/2021
*Gender | Male -
“Relationship to Employee | Child v

W\WWW\I\M

27. Click the Save button.
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The Dependent/Beneficiary Info page returns.

Cancel ‘ < Previous ‘I Next > I
%  Welcome to the Birth Event
@ Complete Store & Warehouse Spec Il
% Birth Date Task: Dependent/Beneficiary Info
@ Complete
Add Individual
%  Acknowledgement i _ -
@ Complete Name Relationship Beneficiary Dependent
i >
Benefit Summary Child v v
@ Visited
Child v v ’
Dependent/Beneficiary Info
& Complete
Child v v >

Benefit Enrollment

28. Review the information to ensure your child was added and then click the Next button.

The Benefit Enroliment page displays.

Cancel

‘ (Previous‘ Next >

% Welcome to the Birth Event Task: Benefit Enrollment

& Complete
MNow we're ready to prepare your benefit options, based upon the Life Event information that you've entered.
Your information will be analyzed to see if there is any impact to your eligibility for benefits, and determine
whether changes to your existing enrollments are allowed. Select the "Start My Enrollment’ pushbutton to
begin your benefit enrollment.

%  Birth Date
& Complete

%  Acknowledgement
@ Complete I Start My Enrollment I

Benefit Summary

Note: After an employee submits the personal information for their Dependent, the Benefits
Administrator will contact the employee directly for any additional information or documentation
needed to complete the Birth Event (i.e. Birth Certificate).

29. Click the Start My Enrollment button.
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% Welcome to the Adoption Event
@ Complete

%  Adoption Date
© Complete

%  Acknowledgement
@ Complste

Benefit Summary
@ Visited

% Dependent/Beneficiary Info
© Complete

%  Benefit Enroliment

Task: Benefit Enrollment

The Enrollment Overview displays which benefit options are open for edits. All of your benefit changes will be effective the date of the open enroliment event.

w Enrollment Summary

Your Pay Period Cost $8 . 50

Status Submitted  01/12/2021 11:18AM

Full Cost $8.50
Employer Cost $338.50

[ Enreliment Preview Statement ‘

Submit Enrollment

30.

Click the Medical tile.

OIEEED Benefit Plans
Summary | = 3 ‘ ‘
O Not Started
Medical Flex Spending Medical Flex Spending Dependent Care
Current COWVA HithAwr + Prev Den Current Waive Current Waive
New COWVA HithAwr + Prev Den New Waive New Waive
Status @ Changed Status Pending Review Status Pending Review
43 p Dependents
Pay Period Cost $8.50 Pay Period Cost $0.00 Pay Period Cost $0.00
Review Review Review
R e N R o £
S NWW

Note: The Medical tile enables employees to change their medical coverage from “Single” to any

applicable coverage that includes a dependent.

The Medical page displays.

Canul‘

Medical

All of our medical choices promote wellness as part of their benefits and are available to protect you and your dependents if you become
sick or injured. Enrollment in this benefit may require proof of coverage

« Enroll Your Dependents

Dependents that the employee has registered are listed here. To add a new dependent, go to the Dependent/Beneficiary Information.

Add Dependent

~ Enroll in Your Plan

Dependents Relationship

Child

The Employee Only cost shown for each plan is based on the dependents enrolled. Plans that do not offer coverage for the dependents

@ Resources

COVA HealthAware
Anthem

Tricare

olled are not available to sglect. To see other coverage costs for individual plans, select the help icon corresponding to each plan option

31. Within the Enroll Your Dependents section, select the checkbox option for the child being added.

32.

Click the Add Dependent button.

Rev 09/20/2021

Page 15 of 64



Employee Self-Service Job Aid

/;/ Cardinal

ESS How to Create a Life Event

The Dependent and Beneficiary Information page displays.

Add Individual
Name Relationship

Child

Dependent and Beneficiary Information
Beneficiary Dependent
v v »

33. Click the X (Close) button to close the page.

The Medical page returns with the checkbox next to the newly enrolled Dependent selected.

‘Cancel‘

+ Enroll Your Dependents

Dependents

Add Dependent

~ Enroll in Your Plan

plan option
Plan Name

Select | Waive
v COVA HithAwr + Prev Den

Select | ‘COVA HithAwr + Exp Den&Vis

All of our medical choices promote wellness as part of their benefits and are available to protect you and your dependents if you become
sick or injured. Enrollment in this benefit may require proof of coverage.

Dependents that the employee has registered are listed here. To add a new dependent, go to the Dependent/Beneficiary Information.

The Employee + Child(ren) cost shown for each plan is based on the dependents enrolled. Plans that do not offer coverage for the
dependents enrolled are not available to select. To see other coverage costs for individual plans, select the help icon corresponding to each

Cost (Before Tax) Cost (After Tax) Employer Cost Pay Period Cost

TSt AT LU EXBOEIMN AN N N e SEREA N | g N SBIAS0 AR, e et e, |

Medical |Dune|

@ Resources
COVA HealthAware
Anthem
Tricare
Relationship
Child

$0.00
$29.00 $614.50 $29.00
$68.00 $614.50 $68.00

34. Click the Done button in the upper right-hand corner of the page.

Rev 09/20/2021
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The updated Benefit Enroliment page returns.

‘ Cancel

‘ (Previuusl Next 3

% Welcome to the Birth Event Task: Benefit Enrollment
@ Complete

The Enrollment Overview displays which benefit options are open for edits. All of your benefit changes will be effective the date of the open enrollment event.

* L] :LI‘:LE;CE ~ Enroliment Summary
. Full Cost
% Acknowledgement Your Pay Period Cost $29.00 ull Cost $29.00
@ Complete Employer Cost $614.50

Status Pending Review

Benefit Summary I Enrollment Preview Statement I

@ Visited
| Submit Enrollment I
Dependent/Beneficiary Info
@ Complete

e

% Benefit Enrollment

© In Progress Benefit Plans

Summary ‘ = = ‘ ‘

@ Visited
Medical Flex Spending Medical Flex Spending Dependent Care
Current GOVA HithAwr + Prev Den Current Waive Current Waive
New COVA HithAwr + Prev Den New Waive New Waive
Status @ Changed Status Pending Review Status Pending Review

43 { Dependents

35. Click the Submit Enrollment button.

The Benefits Alerts page displays in a pop-up window.

Benefits Alerts |EI

Your benefit choices have been successfully submitted to the Benefits
Department.

Select View to review your Election Preview statement, Done to return to
the Benefits Enrollment Summary

36. Click the Done button.

Rev 09/20/2021 Page 17 of 64



Employee Self-Service Job Aid

/’) Cardinal

The Benefit Enroliment page returns.

ESS How to Create a Life Event

% Welcome to the Birth Event
© Complete

%  Birth Date

Task: Benefit Enroliment

The Enroliment Overview displays which benefit options are open for edits. All of your benefit changes will be effective the date of the open enroliment event.

Cancel

‘ < Previous ‘I Next >

© Complete

%  Acknowledgement
@ Complste

Benefit Summary
@ Visited

Dependent/Beneficiary Info
& Complete

% Benefit Enrollment
© Complete

Summary
@ Visited

~ Enrollment Summary

Full Cost $29.00
Employer Cost $614 .50

Your Pay Period Cost $29 OO

Status Submitted 01/12/2021 11:05PM

[ Enroliment Preview Statement \

Submit Enroliment

Benefit Plans

[e]

=] =

Medical Flex Spending Medical

Current Waive
New Waive
Status Pending Review

Current COVA HithAwr + Prev Den
New COVAHithAwr + Prev Den
Status @ Changed

Flex Spending Dependent Care

Current Waive
New Waive

Status Pending Review

37.

Rev 09/20/2021

43 1 Dependents

T L R O AT AT T

Note: To update Flex Spending deductions, click on the Flexible Spending Medical Tile and
update the Annual Pledge Amount. For further information on updating the benefit enrollment
information, see the Job Aid titted BN361 Enrollment Steps for an Employee. This Job Aid is
located on the Cardinal website in Job Aids under Training.

Click the Next button.
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%  Welcome to the Birth Event
© Complete

%  Birth Date
@ Complete

%  Acknowledgement
@ Complete

Benefit Summary
@ Visited

Dependent/Beneficiary Info
@ Visited

%  Benefit Enroliment
@ Complete

Summary
@ Visited

Cancel

‘ £ Previcus ‘

Task: Summary

Congratulations!

You have completed your Birth or Adoption/Final Custody Event

Here is a list of things o keep in mind now that you have a new child:

Find out if your medical plan offers discounts on infant care equipment, home nurse visits, and postnatal classes
Evaluate day care centers.

Evaluate your FSA Dependent Care Spending Account plan to assist with day care expenses.

Schedule your baby's first visit with the pediatrician.

Crder a Social Security card for your baby

Select the Complete pushbutton to end this event.

Steps 6 rows
T
Step Status Date Completed Required Go to Step
Welcome to the Birth Event © Complete 0171272021 Yes Go to Step
Birth Date © Complete 01/12/2021 Yes Goto Step
Acknowledgement © Complete 011212021 Yes Go to Step
Benefit Summary @ Visited No Go to Step
Dependent/Beneficiary Info @ Visited No Go to Step
Benefit Enrollment © Complete 0111212021 Yes Goto Step

38. Review the summary information for accuracy and then click the Complete button.

Note: The Birth Event is complete, and the information has been submitted to the Benefit
Administrator for further action.

Rev 09/20/2021
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Adoption Life Event

1. Navigate to the Life Events tab on the Benefit Details page, as described in the Initiating ESS
Life Events section of this Job Aid.

< Cardinal Homepage Benefit Details A Q @

- Benefits Summary

Store & Warehouse Spec Il

¥4 Life Events Life Events
Ef Dependent/Beneficiary Info Qualifying Mid-Year Events - also known as Life Events

There are some events that involve you as the Employee or your family members.
@ Benefits Enrollment Review the choices and select the appropriate Event. Then enter the date of your event.

) For additional Life Events, please contact your Benefits Administrator. State employees can go to the Enrollment Form for Active Employees on the
*\. Benefit Statements DHRM website for additional Life Events

ﬁ Affordable Care Act v
Employee

O 1got married
O I have a newborn

O ladopted a child

O I got divorced

Start Life Event

2.  Click the | adopted a child radio button option.

< Cardinal Homepage Benefit Details

AQ 0
%= Benefits Summary = - |
Store & Warehouse Spec [l
¥4 Life Events Life Events
Ef Dependent/Beneficiary Info Qualifying Mid-Year Events - also known as Life Events

There are some events that involve you as the Employee or your family members.
[ Benefits Enroliment Review the choices and select the appropriate Event. Then enter the date of your event.

. For additional Life Events, please contact your Benefits Administrator. State employees can go to the Enrollment Form for Active Employees on the
.. Benefit Statements DHRM website for additional Life Events.

ﬁ Affordable Care Act ~
Employee

O 1 got married
O I'have a newborn
@ | adopted a child

O 1 got divorced

*As Of

Start Life Event

The Life Event must be completed within 60 days of your qualifying event or you will not be eligible to change your Benefit elections.

3.  Select the adoption date of the child using the As Of Calendar icon or by entering into the text
field.

4, Click the Start Life Event button.
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The Adoption Event page displays.

Cancel ‘l Next )I

%  Welcome to the Adoption Event Task: Welcome to the Adoption Event

@ Complate
Employee ID
%  Adoption Date ) . .
O Not Started This is a good time to consider how having a new dependent may affect your health care coverage, life insurance, tax withholdings and other important
choices.
3 o ﬁirg::e\jdqement This guide will take you through all the steps necessary to ensure that your personal profile and benefits information is updated to reflect this event in your life.

N e N R N S I e R RV NP NP
5. Read through the Welcome to the Adoption Event information and then click the Next button.

The Adoption Date page displays.

Cancel ‘ (Previous|| Next >

%  Welcome to the Adoption Event .
Adoption Date

@ Complete
X Abirth event may require a change to your benefit enrollment. You'll have an opportunity to have the
* : Adoption Date system prepare your new benefit options during the Benefit Enrollment step. Once your new options
© In Progress are prepared, you may change your benefit enrollment.
%  Acknowledgement . .
O Not Started Date chllr:l was placed in your home | n1,08/2021
for adoption:
Submit
Benefit Summary

O Not Started

6. The date defaults to the As Of Date selected on the Life Events tab. Update as required.

7. Click the Submit button.

The Submit Confirmation displays.

Cancel ‘ (Previnus” Next »

%  Welcome to the Adoption Event Adoption Date
© Complete . . .
Submit Confirmation

%  Adoption Date
© Complete ¥ The Submit was successful.

*  Acknowledgement

O Mot Started -

Benefit Summary
O Not Started

%  Dependent/Beneficiary Info
\NWWW

8. Click the OK button.
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9. The Adoption Date page returns.

1
Cancel‘ ‘ < Previous ‘I Next > I

%  Welcome to the Adoption Event .
Adoption Date

® Complete
. A birth event may require a change to your benefit enrollment. You'll have an opportunity to have the
%  Adoption Date system prepare your new benefit options during the Benefit Enroliment step. Once your new options
© Complete are prepared, you may change your benefit enroliment.

%  Acknowledgement

Date child was placed in your home
O Not Started P y 01/08/2021

for adoption:

Benefit Summary
O Not Started

10. Click the Next button.
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The Acknowledgement page displays.

s N N T N N

Cancel | < Previous ‘ Next >
%  Welcome to the Adoption Event State Retiree Health Benefit Participant
© Complete As a participant in the State Retiree Health Benefits Program for retirees, survivors and LTD participants, | certify that | have reviewed and
L the eligibility and it information for the State Retiree Health Benefits Program for Non-Medicare Retirees or the State
%  Adoption Date Retiree Health Benefits Program for Medicare Retirees and | agree to abide by all participation requirements.

@ Complete

Lecal Choice Health Program Participant
%  Acknowledgement
© In Progress As a participant in the Local Choice Health Benefits Program for active employees and retirees, | certify that | nave reviewed and understand The
Local Choice Health Benefits Program eligibility and enroliment information and | agree to abids by all participation reguirements.

Benefit Summary

O Not Started Participants Covering Dependents

As a participant covering dependents | | also certify that all dependents listed meet the eligibility requirements of the Program and that the information

* Dependem.FBeneflcmry Info | have provided is complete and accurate to the best of my knowledge.

O Not Started
« | understand that intentionally giving incorrect information is considered perjury and punishable to the fullest extent of the law.

» | understand that the health plan and its business associates have the right to use Protected Health Information in connection with the

3 Benefit Enroliment treatment, payment and health plan operations allowed for by the Health Insurance Portability and Accountability Act

O Not Started

Summary You may add the newly adopted child as well as any eligible family member within 60 days of the date of the adoption event
O Not Started The effective date will be retroactive to the date of the adoption event (deductions will be collected for the entire month in which
the event occurred).

Required Documentation: Photocopy of birth certificate or legal adoptive agreement showing employee's name must be
provided 1o your benefits administrator. (Note: If this a legal pre-adoptive agreement, it must be reviewed and approved by
Office of Health Benefits).

Mid-Year Life Event Policy

11. Read through the Health Plan Acknowledgement information and then click the | Agree checkbox
option.

12. Click the Save button.
13. Click the Next button.
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The Benefit Summary page displays.

Cancel ‘ £ Previous Next >
%  Welcome to the Adoption Event Task: Benefit Summary
@ Complete
As Of | 01112/2021
%  Adoption Date
& Complete
*  Acknowledgement
© Complete Type of Benefit Plan Description Coverage or Participation
Benefit Summary Medical COVA HithAwr + Prev Den Single >
@ Visited
Imputed Life Imputed Life Insurance Income Salary X 2 >
% Dependent/Beneficiary Info
Not Started
© Not Starte Section 457 Waived
*  Benefit Enrollment
O Not Started Flex Spending Medical Waived

14. Review the current enrollments and then click the Next button.

The Dependent/Beneficiary Info page displays.

Cancel ‘ < Previous Next >

% Welcome to the Adoption Event

& Complete Store & Warehouse Spec Il
% Adoption Date Task: Dependent/Beneficiary Info
@ Complete

Add Individual
%  Acknowledgement

© Complete Name Relationship Beneficiary Dependent

i >
Benefit Summary Child v v

@ Visited

MW%MW

15. Click the Add Individual button to submit the personal information for the child being added.

Note: The employee’s current dependent(s)’ information is initially displayed on this page.
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The Individual Dependent/Beneficiary Information page displays.

|_ Cancel | Individual Dependent/Beneficiary Information

Select Save after you have edited your Dependent/Beneficiary's information. The changes will go into effect on Jan 8, 2021

Name

Add Name

Personal Information

Date of Birth

TNt N ol et 0 B P ST o 0 i AN

16. Click the Add Name button.

The Name page displays in a pop-up window.

Cancel | Name

Name Format | English v

MName Prefix v

I"First Name I

Middle Name

*Last Name

Name Suffix v
Display Name
Formal Name

Name

17. Enter the child’s first and last name in the corresponding fields.
Note: Optionally add the child’s name prefix, middle name or name suffix, as applicable.

18. Click the Done button.
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The Individual Dependent/Beneficiary Information page returns.

[Canoel | Individual Dependent/Beneficiary Information

Select Save after you have edited your Dependent/Beneficiary's information. The changes will go into effect on Jan 8, 2021

Name

Personal Information
Date of Birth
*Gender -
*Relationship to Employee v
*Marital Status | Single v As of
“Student | No + As of
“Disabled | No v As of
*Smoker | Non Smoker v As of
Address
Address Address Type Same as mine
1901 Brandywine St Home Same as mine >

Richmond, VA 23220

National ID

No data exists

Add National ID

NAPTI ettt i i AN NN N tne ol o i B o]

19. Within the Personal Information section, complete the Date of Birth, Gender, and Relationship
to Employee fields.

20. Click the Add National ID button.

Note: If the child has not received a National ID Number at the time of enrollment, skip to step 22
and update when the information becomes available.
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The National ID page displays in a pop-up window.

cancel National ID
*Country v
*National ID Type v
"National ID
Primary ( Yes I )

21. Complete the Country, National ID Type, and National ID fields for the child.
22. Click the Done button.
The Individual Dependent/Beneficiary Information page returns.

A e N I T e W S \MMMM

National ID
+
Country National ID Type National ID Primary
United States Social Security Number v by

Phone

No data exists

Add Phone

23. Click the Add Phone button.
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The Phone Number page displays in a pop-up window.

| Cancel | Phone Number

=,

Same as mine ) No )

Type v
Number

Extension

Preferred Yes | ::l

24. Select “Yes” in the Same as mine field.
25. Click the Done button.
The Individual Dependent/Beneficiary Information page returns.

(LN AN
Phone

&+

Number Extension Phone Type Same as Mine Preferred

555/555-5555 Iobile vy >

Email

No data exists

Add Email

26. Click the Add Email button.
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The Email Address page displays in a pop-up window.

| Cancel | Email Address

*Email Type v

*Email Address

Delete

27. Select the Email Type from the Email Type drop-down menu and enter the applicable Email
Address in the Email Address field.

28. Click the Done button.
The Individual Dependent/Beneficiary Information page returns.

| Cancel | Individual Dependent/Beneficiary Information '

Select Save after you have edited your Dependent/Beneficiary's information. The changes will go into effect on Jan 8, 2021

Name

Personal Information

Date of Birth |01/01/2021
“Gender | Male ~
*Relationship to Employee | Child ~

WWMMWW

29. Click the Save button.
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The Dependent/Beneficiary Info page returns.

ESS How to Create a Life Event

%  Welcome to the Adoption Event

@ Complete Store & Warehouse Spec Il

%  Adoption Date Task: Dependent/Beneficiary Info

© Complete
Add Individual
%  Acknowledgement
© Complete Name Relationship Beneficiary Dependent
Child >
Benefit Summary v v
® Visited
Child 4 & >
% Dependent/Beneficiary Info
e Y eV S Sy N N Ly

Cancel < Previous

30. Review the information to ensure your child was added and then click the Next button.

The Benefit Enroliment page displays.

31.

%  Welcome to the Adoption Event
© Complete

Task: Benefit Enroliment

%  Adoption Date
@ Complete

%  Acknowledgement

I Start My Enroliment I
@ Complete

Benefit Summary

Now we're ready to prepare your benefit options, based upon the Life Event information that you've entered. Your
information will be analyzed to see if there is any impact to your eligibility for benefits, and determine whether changes to
your existing enroliments are allowed. Select the 'Start My Enroliment' pushbutton to begin your benefit enroliment.

‘ < Previous H Next >

Cancel

N

Note: After the employee submits their Dependent’s personal information, the Benefit Administrator
will contact the employee directly for any additional information or documentation needed to

complete the Adoption Event.

Click the Start My Enrollment button.
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The Benefit Enroliment page displays.

%  Welcome to the Adoption Event Task: Benefit Enrollment

@ Complete
The Enrollment Overview displays which benefit options are open for edits. All of your benefit changes will be effective the date of the open enroliment event.

* 92:,:';:;'1 pate w Enroliment Summary

Full Cost $8.50

Your Pay Period Cost $8 . 50
Employer Cost $338.50

%  Acknowledgement

@ Complste
Status Submitted  01/12/2021 11:19AM
Benefit Summary l Enrollment Preview Statement ‘
@ Visited

Submit Enrollment

% Dependent/Beneficiary Info

© Complete
%  Benefit Enroliment
OIEEED Benefit Plans '=;|
Summary | = B ‘
O Not Started
Medical Flex Spending Medical Flex Spending Dependent Care
Current COWVA HithAwr + Prev Den Current Waive Current Waive
New COWVA HithAwr + Prev Den New Waive New Waive
Status @ Changed Status Pending Review Status Pending Review
43 p Dependents
Pay Period Cost $8.50 Pay Period Cost $0.00 Pay Period Cost $0.00
Review Review Review

PN A el ~f NNl N o P PITTT N e  ntmnmnne, )

32. Click the Medical tile.
Note: The Medical tile enables employees to change their medical coverage from “Single” to any
applicable coverage that includes a dependent.

The Medical page displays.

[cance Medical Done)

All of our medical choices promote wellness as part of their benefits and are available to protect you and your dependents if you become sick or injured. Enroliment in this benefit may require @ Resources

proof of coverage
w Enroll Your Dependents COVA HealthAware
Dependents that the employee has registered are listed here. To add a new dependent, go o the Dependent/Beneficiary Information. Anthem
Tricare
‘ Dependents Relationship
Child

[m]
E Child

Add Dependent
roll.in Your P ’W

33. Within the Enroll Your Dependents section, select the checkbox option for the child being added.

34. Click the Add Dependent button.
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The Dependent and Beneficiary Information page displays.

Dependent and Beneficiary Information
Add Individual
Name Relationship Beneficiary Dependent
Child v \/ >
Child v v >

35. Click the X (Close) button to close the page.

The Medical page returns with the checkbox next to the newly enroll Dependent selected.

[cancel Medical
All of our medical choices promote wellness as part of their benefits and are available to protect you and your dependents if you become sick or @ Resources
injured. Enrollment in this benefit may require proof of coverage.
~ Enroll Your Dependents COVAHealthAware
Dependents that the employee has registered are listed here. To add a new dependent, go to the Dependent/Beneficiary Information. Anthem
Tricare
Dependents Relationship
[m] Child
Child

Add Dependent
~ Enroll in Your Plan

The Employee + Child(ren) cost shown for each plan is based on the dependents enrolled. Plans that do not offer coverage for the dependents
enrolled are not available to select. To see other coverage costs for individual plans, select the help icon corresponding to each plan option.

Plan Name Cost (Before Tax)  Cost (After Tax) Employer Cost  Pay Period Cost

Select | Waive $0.00
Select | COVA HithAwr + Prev Den ] $29.00 $614.50 $29.00
Select | COVA HithAwr + Exp Den&Vis @ $68.00 $614.50 $68.00
Select | COVA HithAwr + Exp Den @ $57.50 $614.50 $57.50
Select | COVA High Ded Plan + PrevDen ] $543.00 $0.00
v COVA High Ded Plan + Exp Den ] $29.50 $543.00 $29.50

B g N VI T N I Y I L

36. Click the Done button in the upper right-hand corner of the page.
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The updated Benefit Enroliment page returns.

| Cancol

‘ (Freviuus] Next >

%  Welcome to the Adoption Event Task: Benefit Enrollment
© Complete

The Enrollment Overview displays which benefit options are open for edits. All of your benefit changes will be effective the date of the open enrollment event.

% _ Adoption Date « Enrollment Summary

@ Complete
N Full Cost

% Acknowledgement Your Pay Period Cost $29.50 ull Cost $29.50

@ Complete Employer Cost $543.00

Status Changed - Resubmit Required
Benefit Summary Enroliment Preview Statement 1
@ Visited
Submit Enroliment I

% Dependent/Beneficiary Info

© Complete

%  Benefit Enrollment

DIGE D Benefit Plans

Summary ‘ = = | ‘

ne

© Not Started
Medical Flex Spending Medical Flex Spending Dependent Care
Current COVA HithAwr + Prev Den Current Waive Current Waive
New COVAHigh Ded Plan + Exp Den New Waive New Waive
Status @ Changed Status Pending Review Status Pending Review

43 4 Dependents.

Pay Period Cost $29.50 Pay Period Cost $0.00 Pay Pericd Cost $0.00

Review Review Review

37. Click the Submit Enrollment button.

The Benefits Alerts page displays in a pop-up window.

Benefits Alerts |'_\r|ew '|

Your benefit choices have been successfully submitted to the Benefits
Department.

Select View to review your Election Preview statement, Done to return to
the Benefits Enrollment Summary

38. Click the Done button.
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The Benefit Enroliment page returns.

ESS How to Create a Life Event

Cancel | < Previous Next >

%  Welcome to the Adoption Event Task: Benefit Enrollment

© Complete

The Enrollment Overview displays which benefit options are apen for edits. All of your benefit changes will be effective the date of the open enrollment event.

%  Adoption Date

© Complete ~ Enrollment Summary

N Full Cost

% Acknowledgement Your Pay Period Cost $29.50 ull Cost$29.50

© Complete Employer Cost $543.00

Status Submitted 01/12/2021 2:35PM
Benefit Summary [ Enroliment Preview Statement. ‘
@ Visited
Submit Enrollment

%  Dependent/Beneficiary Info B

© Complete
%  Benefit Enroliment

O Benefit Plans ¢

Summary ] ‘ | =
O Not Started L
Medical Flex Spending Medical Flex Spending Dependent Care
Current COVAHIthAwr + Prev Den Current Waive Current Waive
New COWA High Ded Plan + Exp Den New Waive New Waive
Status @ Changed Status Pending Review Status Pending Review
43 1 Dependents
Pay Period Cost $29.50 Pay Period Cost $0.00 Pay Period Cost $0.00
Review Review Review

Note: To update Flex Spending deductions, click on the Flexible Spending Medical Tile and
update the Annual Pledge Amount. For further information on updating the benefit enrollment
information, see the Job Aid titted BN361 Enrollment Steps for an Employee. This Job Aid is
located on the Cardinal website in Job Aids under Training.

39. Click the Next button.

The Summary page displays.

%  Welcome to the Adoption Event

Task: Summary
© Complete

%  Adoption Date Congratulations!

@ Complete You have completed your Birth or Adoption/Final Custedy Event

%  Acknowledgement
@ Complete
Evaluate day care centers.

Benefit Summary

= Schedule your baby's first visit with the pediatrician
@ Visited

Order a Social Security card for your baby.

. Select the Complete pushbutton to end this event.
%  Dependent/Beneficiary Info

mplste

Here is a list of things to keep in mind now that you have a new child:
Find out if your medical plan offers discounts on infant care equipment, home nurse visits, and postnatal classes.

Evaluate your FSA Dependent Care Spending Account plan to assist with day care expenses.

MMM\MW-«’-\“’_J

< Previous. |

Cancel

40. Review the summary information for accuracy and then click the Complete button.

Note: The Adoption Event is complete, and
Administrator for further action.
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Marital Life Event

1. Navigate to the Life Events tab on the Benefit Details page, as described in the Initiating ESS
Life Events section of this Job Aid.

< Cardinal Homepage Benefit Details A Q @

- Benefits Summary
Store & Warehouse Spec Il

¥4 Life Events Life Events
E/ Dependent/Beneficiary Info Qualifying Mid-Year Events - also known as Life Events
There are some events that involve you as the Employee or your family members.

[ Benefits Enrolment Review the choices and select the appropriate Event. Then enter the date of your event.

) For additional Life Events, please contact your Benefits Administrator. State employees can go to the Enrollment Form for Active Employees on the
*\. Benefit Statements DHRM website for additional Life Events

ﬁ Affordable Care Act v
Employee

1
O 1got married
|

O Ihave anewborn

O ladopted a child

O I got divorced

Start Life Event

2. Click the | got married radio button option.
3. Click the Start Life Event button.
The Marital Event page displays.

Cancel

‘I Next )I

% Welcome to Marital Event Task: Welcome to Marital Event
@ Complete

Employee ID

%  Marital Status . )
O Not Started A marital status change is a good time to reconsider your health care coverage, tax withholdings, and other
important information

This guide will take you through all the steps necessary to ensure that your perscnal profile, benefits, and
&3 o ﬁz:(g;::;dgement payroll information are updated to reflect this event in your life.

Benefit Summary
QO Mot Started

} Personal Informaticn
QO Mot Started

*  Dependent/Beneficiary Info
QO Mot Started

%  Benefit Enroliment
Q Mot Started

Summary
O Not Started

4. Read through the Welcome to Marital Event information and then click the Next button.
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The Marital Status page displays.

Cancel

‘ £ Previous ]I Next > I
%  Welcome to Marital Event Task: Marital Status

@ Complete
Current Single
%  Marital Status Change Marital Status
© In Progress

l “New Status VI
%  Acknowledgement

O Not Started “Marriage Event date |01/13/2021

Benefit Summary
O Not Started

¥ Personal Information

O Not Stgged

Select “Married” using the New Status field drop-down menu.

Enter/select the appropriate marriage date using the Marriage Event Date Calendar icon.
Click the Save button.
Click the Next button.

© N o O
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%  Welcome to Marital Event
& Complete

%  Marital Status
@ Complete

*  Acknowledgement
© In Progress

Benefit Summary
O Not Started

» Perscnal Information
O Not Started

%  Dependent/Beneficiary Info
O Not Started

%  Benefit Enrollment
O Not Started

Summary
O Not Started

Cancel

‘ (Pr\eviousll Next )I

Choice Health Benefits Program eligibility and enrollment information and | agree to abide by all participation requirements.

Participants Covering Dependents

As a participant covering dependents , | also certify that all dependents listed meet the eligibility requirements of the Program and that the information | have
provided is complete and accurate to the best of my knowledge.

= | understand that intentionally giving incorrect informafion is considered perjury and punishable to the fullest extent of the law.

= | understand that the health plan and its business associates have the right to use Protected Health Informatien in connection with the treatment,
payment and health plan operatiens allowed for by the Health Insurance Poriability and Accountability Act.

You may add your legal spouse, newly eligible children (e.g., stepchildren), and any eligible family member as well as change your
health plan selection as the result of the mamiage. The request must be submitted within 60 days of the date of the marriage event.
The marriage must be recognized as legal in the Commonwealth of Virginia; A stepchild is the natural or legally adopted child of the
participant's legal spouse

Required Documentation: Photocopy of certified or registered marriage certificate, and photocopy of the top portion of the first
page of the employee's most recent Federal Tax Return that the applicant is the spouse; for natural and stepchildren photocopy
of birth certificate showing the name of the employee and/or employee’s spouse; and photocopy of certified or registered
marriage certificate showing the employee’s name and the name of the child's parent; and photocopy of the top portion of the
first page of the employee’s most recent Federal Tax Return that shows the child's parent is the spouse.

Mid-Year Life Event Policy
O 1 Agree

Read through the Health Plan Acknowledgement information (scroll up/down as required) and

then select the | Agree checkbox.
10. Click the Save button.
11. Click the Next button.

The Benefit Summary page displays.

%  Welcome to Marital Event
@ Complete

Task: Benefit Summary

%  Marital Status
@ Complete

%  Acknowledgement

© Complete Type of Benefit
Benefit Summary Medical
® Visited
Imputed Life
}» Perscnal Information
O Not Started Section 457

WWMWNM’\*

Cancel

| £ Previous M Next )I

As Of |01/13/2021

Plan Description Coverage or Participation

COVA HIthAwr + Prev Den Single >
Imputed Life Insurance Income Salary X2 >
Waived

12. Review the current enrollments and thenclick the Next button.
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The Personal Information — Name page displays.

Cancel I | £ Previous I [T)'

% Welcome to Marital Event Task: Personal Information - Name

@ Complete
Employes 1D Current

%  Marital Status
@ Complete

%  Acknowledgement
@ Complete

MWAWWMWM

13. Your current name displays. If the marriage resulted in a name change for you, click the Expand
icon (>) to the far right of the current name listing. If the marriage did not result in a name change
for you, proceed to Step 16.

The Name page displays in a pop-up window.

[cancel| Name
Change As Of |01/13/2021
Name Format | English v

Name Prefix v
*First Name
Middle Name
*Last Name

Name Suffix v
Display Name
Formal Name
Name

14. Enter your first and new last name in the corresponding fields.
Note: Optionally, add your Prefix, Middle Name, and/or Suffix, as applicable.
15. Click the Save button.
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The Personal Information — Name page returns.

|
Cancel I | £ Previous II Next > I

% Welcome to Marital Event Task: Personal Information - Name
@ Complete

Employee ID Current >
%  Marital Status
@ Complete

%  Acknowledgement
@ Complete

MW‘WNMW—*“—J
16. Click the Next button.

The Personal Information — Home and mailing Address page displays.

Cancel | £ Previous I Next >
* o\gelche to Marital Event Task: Personal Information - Home and mailing Address
omplete
Home Address
%«  Marital Status 1901 Brandywine St Current
@ Complete Richmond, VA 23220

*  Acknowledgement
@ Completa Mailing
Benefit Summary No data exists,
© Vieted ‘ Add Mailing Address |

17. Your current home address displays. If the marriage has resulted in a personal address change, click the
Expand icon (>) to the far right of the current home address listing. If the marriage did not result in a
personal address change, proceed to Step 20.
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The Address page displays in a pop-up window.

Cancal] Address

Employee Instruction

To save United States addresses at least one of the following fields must get populated: Address 1, Address 2, Address 3
Change As Of | 01/13/2021
Address Type Home
Country | United States Q
Address 1 | 1901 Brandywine St
Address 2
Address 3

ci

ity |Richmond
State |Virginia Q,
Postal 23220

County

18. Update your home address information as needed using the corresponding fields.
19. Click the Save button.

The Personal Information — Home and mailing Address page returns.

|
| < Previous II Next > I

Cancel
* o‘ge'm"me to Marital Event Task: Personal Information - Home and mailing Address
omplete
Home Address
%  Marital Status 1901 Brandywine St
© Complete Current >

Richmond, VA 23220

*  Acknowledgement
@ Complete Mailing
Benefit Summary No data exists,

® Visited ‘ Add Mailing Address |

20. Click the Next button.
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The Personal Information — Contact Information page displays.

21.

22.

23.
24,

Rev 09/20/2021

CB"CE|| ‘ < Previous JI Next > I
% Welcome to Marital Event Task: Personal Information - Contact Information
@ Complete
Phone
% Marital Status No data exists.
© Complete
Add Phone
*  Acknowledgement
@ Complete
Email
Benefit Summary
Email Address Type Preferred
4 Personal Information
@ Visited Business 3

Name
Visited
@ Visite Instant Message

Home and mailing Address No data exists

© Complete ‘W‘

e Y I T e NI S R R BN
To add a phone number, click the Add Phone button and enter the applicable phone number
information.

To update an Email address, click the Expand icon (>) to the far right of the Email address listing
and update the Email address information.

Note: Business Email addresses cannot be updated through self-service options. Contact your
Agency HR Administrator to update your business Email address.

To add an Email address, click the Add Email icon (+) under the Email section heading.

Click the Next button.

ESS How to Create a Life Event
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The Personal Information — Emergency Contact page displays.

25.

Cancel

‘ £ Previous I Next >
% Welcome to Marital Event Task: Personal Information - Emergency Contact

@ Complete

%  Marital Status

@ Complate Contact Name Relationship Preferrec
%  Acknowledgement Sibling v
@ Complete

Benefit Summary
@ Visited

4 Personal Information

~MMWWW

ESS How to Create a Life Event

Click the Add Emergency Contact icon (+) or Expand icon (>) to add an additional Emergency

Contact or update an existing Emergency Contact, respectively.

Note: If an Emergency Contact has not yet been established, click the Add Emergency Contact

button to add your first Emergency Contact.

The Emergency Contact page displays in a pop-up window.

—
| Cancel Emergency Contact
“Ceontact Name
“Relationship | Sibling -
Preferred
Address
100 Main Street 5
Richmond, VA 23219
Phone Numbers
+
Phone Extension Type
B555/555-5555 Business >
Delete

26. Update or add the applicable contact information for the emergency contact in the corresponding
fields.

27. Click the Save button.
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The Personal Information — Emergency Contact page returns.

%  Welcome to Marital Event
@ Complete

%  Marital Status
& Complete

%  Acknowledgement
@ Complete

Benefit Summary
L .

28. Click the Next button.

Cancel

‘ (Previous“ Next )I

Task: Personal Information - Emergency Contact

=+

Contact Name Preferrec

Relationship

Spouse v >

MW

The Dependent/Beneficiary Info page displays.

%  Welcome to Marital Event
@ Complete

%  Marital Status
@ Complete

%  Acknowledgement
@ Complete

Benefit Summary
@ Visited

} Personal Information
@ Visited

%  Dependent/Beneficiary Info
© In Progress

%  Benefit Enroliment

s N I ¥ ¥ P NI

Cancel ‘ < Previous | ‘ Next >
Store & Warehouse Spec Il
Task: Dependent/Beneficiary Info
Name Relationship Beneficiary Dependent
Child v v >
Child v v 4
Child v v b

29. Click the Add Individual button to submit your spouse’s personal information.
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The Individual Dependent/Beneficiary Information page displays.

|_ Cancel | Individual Dependent/Beneficiary Information

Select Save after you have edited your Dependent/Beneficiary's information. The changes will go into effect on Jan 8, 2021

Name

Add Name

Personal Information

Date of Birth

TNt N ol et 0 B P ST o 0 i AN

30. Click the Add Name button.

The Name page displays in a pop-up window.

Cancel | Name

Name Format | English v

MName Prefix v

I"First Name I

Middle Name

*Last Name

Name Suffix v
Display Name
Formal Name

Name

31. Enter the spouse’s first and last names in the corresponding fields.
Note: Optionally enter the spouse’s middle name or suffix, as applicable.

32. Click the Done button.
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The Individual Dependent/Beneficiary Information page returns.

Cancel | Individual Dependent/Beneficiary Information

Select Save after you have edited your Dependent/Beneficiary's information. The changes will go into effect on Jan 8, 2021

Name

| |

Personal Information
Date of Birth [
*Gender -
*Relationship to Employee v
“Marital Status | Single v/ As of .
*Student | No v| As of .
“Disabled | No | As of =l
*Smoker | Non Smoker V‘ As of .
Address
Address Address Type Same as mine
Fichmann, VA 25220 Home Sam 2o mine >

National ID

No data exists

Add National ID

NAPTI ettt i i AN NN N tne ol o i B o]

33. Complete the Date of Birth, Gender, and Relationship to Employee fields.
34. Click the Add National ID button.

The National ID page displays in a pop-up window.

Cancel National ID Done
*Country v
“*National ID Type v
"National ID
Primary Ii Yes I :|

35. Complete the Country, National ID Type, and National ID fields for the spouse.
36. Click the Done button.
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The Individual Dependent/Beneficiary Information page returns.
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National ID
+
Country National ID Type National ID Primary
United States Sacial Security Number vy >

Phone

No data exists

Add Phone

37. Click the Add Phone button.

The Phone Number page displays in a pop-up window.

| Cancel | Phone Number [Dore |
Same as mine {_: No )
Type v
Number
Extension
Preferred I:i?[:—i]

38. Select “Yes” for the Same as mine field or enter the phone information for the spouse.

39. Click the Done button.

The Individual Dependent/Beneficiary Information page returns.

M AR SN A i s NN N N N S SN

Phone
+
Number Extension Phone Type Same as Mine Preferred
W ' >
Email

No data exists

Add Email

40. Click the Add Email button.
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The Email Address page displays in a pop-up window.

| Cancel | Email Address

*Email Type v

*Email Address

Delete

41. Select the Email Type from the Email Type drop-down menu and enter the applicable Email
Address in the Email Address field.

42. Click the Done button.
The Individual Dependent/Beneficiary Information page returns.

| Cancel | Individual Dependent/Beneficiary Information '

Select Save after you have edited your Dependent/Beneficiary's information. The changes will go into effect on Jan 8, 2021

Name

Personal Information

Date of Birth |01/01/2021
“Gender | Male ~
*Relationship to Employee | Child ~

PN N e et sl s BT N TN g I Nttt et TN

43. Click the Save button.
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The Dependent/Beneficiary Info page returns.

ESS How to Create a Life Event

%  Welcome to Marital Event
© Complete

% Marital Status
@ Complete

%  Acknowledgement
© Complete

Benefit Summary
@ Visited

» Personal Information
@ Visited

%  Dependent/Beneficiary Info
© Complete

Store & Warehouse Spec lll
Task: Dependent/Beneficiary Info

Add Individual

Name

Relationship

Child

Child

Child

Spouse

Beneficiary

v

v

v

v

Cancel ‘ (Freviuusl Next )I

Dependent

v

v

v

v

W’LWMW\M

>

>

>

44. Review the information to ensure your spouse was added and then click the Next button.

The Benefit Enroliment page displays.

%  Welcome to Marital Event
@ Complete

%  Marital Status
@ Complete

*  Acknowledgement
@ Complete

Benefit Summary

Task: Benefit Enroliment

Now we're ready to prepare your benefit options, based upon the Life Event information that you've entered. Your information will be analyzed to
see if there is any impact to your eligibility for benefits, and determine whether changes to your existing enrollments are allowed. Select the "Start
My Enrollment’ pushbutton to begin your benefit enrollment

Start My Enroliment
/\%MWMW‘“‘—“’W‘

Cancel‘ ‘ < Previous H Next >

Note: After the employee submits the personal information for the Dependent, the Benefit
Administrator will contact the employee directly for any additional information or documentation

needed to complete the Marital Event.

45. Click the Start My Enrollment button.

Rev 09/20/2021
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The Benefit Enroliment page refreshes.

| Cancel

| {F‘reviuus] Next >

%  Welcome to Marital Event
@ Complete

Task:

Benefit Enroliment

% Marital Status
© Complete

%  Acknowledgement

The Enrollment Overview displays which benefit options are open for edits. All of your benefit changes will be effective the date of the open enrollment event.

w Enrollment Summary

Your Pay Period Cost $8 5 D

Full Cost $8.50

@ Complate

Benefit Summary
@ Visited

} Perscnal Information
@ Visited

%  Dependent/Beneficiary Info
@ Complete

Benefit Plans

Employer Cost $338.50
Status Pending Review

[ Enrollment Preview Statement ‘

Submit Enrollment.

&G

%  Benefit Enroliment

== |

© In Progress
Medical Flex Spending Medical Flex Spending Dependent Care
Summary
O Not Started
Current COVAHIthAwr + Prev Den Current Waive Current Waive

ParPetd $8.50

New COVAHIthAwr + Prev Den
Status Pending Review
i3 o Dependents

New Waive
Status Pending Review

New Waive
Status Pending Review

PayPeted 50.00 ParPetiad $0.00

Review Review Review

46. Click the Medical tile.

Note: The Medical tile enables employees to change their medical coverage from “Single” to any
applicable coverage that includes a dependent

The Medical page displays.

Cancel

this benefit may require proof of coverage.

« Enroll Your Dependents

All of our medical choices promote wellness as part of their benefits and are available to protect you and your dependents if you become sick or injured. Enrellment in

Medical

@ Resources

COVA HealthAware

47.
added.

48.

Rev 09/20/2021

Dependents that the employee has registered are listed here. To add a new dependent, go to the Dependent/Beneficiary Information. Anthem
Tricare
Dependents Relationship
O Child
m] Child
O Child
E Spouse

Add Dependent

Within the Enroll Your Dependents section, select the checkbox option for the spouse being

Click the Add Dependent button.
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The Dependent and Beneficiary Information page displays.

Dependent and Beneficiary Information

Add Individual
Name Relationship Beneficiary Dependent
Child Vg v >
Child v v >
Child v v >
Spouse e v >

49. Click the X (Close) button to close the page.

|_t:ance|'\ Medical ‘

All of our medical choices promote wellness as part of their benefits and are available to protect you and your @ Resources
dependents if you become sick or injured. Enrollment in this benefit may require proof of coverage.

~ Enroll Your Dependents COVA HealthAware
Dependents that the employee has registered are listed here. To add a new dependent, go to the Anthem
Dependent/Beneficiary Information. .
Tricare
Dependents Relationship

] Child

(] Child

O Child

Spouse

Add Dependent

~ Enroll in Your Plan

The Employee + Spouse cost shown for each plan is based on the dependents enrolled. Plans that do not offer
coverage for the dependents enrolled are not available to select. To see other coverage costs for individual plans,
select the help icon corresponding to each plan option.

Plan Name Cost (Before Cost (After Employer Pay Period

Tax) Tax) Cost Cost

Select | Waive $0.00
COVAHIthAwr + Prev Den ] $29.00 8614 50 $29.00
Select | COVA HithAwr + Exp Den&Vis @ $68.00 $614.50 $68.00

T T N N R N I SR W SN

50. Click the Done button in the upper right-hand corner of the page.

Rev 09/20/2021

The Medical page returns with the checkbox next to the newly enrolled Dependent selected.
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The updated Benefit Enroliment page returns.

‘ Cancel

| (F'reviuusl Next >

% Welcome to Marital Event Task: Benefit Enrollment
@ Complete

The Enrollment Overview displays which benefit options are open for edits. All of your benefit changes will be effective the date of the open enroliment event

% _ Marital Status + Enrollment Summary

© Complete
N Full Cost
%  Acknowledgement Your Pay Period Cost $29.00 ull Cost $29.00
@ Complete Employer Cost $614.50
Status Pending Review
Benefit Summary Enroliment Preview Statement I
@ Visited

Submit Enroliment I

» Personal Information
@ Visited

% Dependent/Beneficiary Info
& Complate

&

Benefit Plans

%  Benefit Enroliment ‘ i &= ‘ ‘

© In Progress
Medical Flex Spending Medical Flex Spending Dependent Care
Summary
O Not Started
Current COVA HithAwr + Prev Den Current Waive Current Waive
New COVA HithAwr + Prev Den New Waive New Waive
Status @ Changed Status Pending Review Status Pending Review

43 1 Dependents

PayPeriod g9 () Pay Peried ¢1) 00 RrRecdianing

Cost
Review Review Review

51. Click the Submit Enrollment button.

The Benefits Alerts page displays in a pop-up window.

Done Benefits Alerts View |
Your benefit choices have been successfully submitted to the Benefits
Department.

Select View to review your Election Preview statement, Done to return to
the Benefits Enrollment Summary

52. Click the Done button.
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The Benefit Enroliment page returns.

Cancel ‘ (F'reviuusl Next >I

%  Welcome to Marital Event Task: Benefit Enrollment

@ Complete
The Enrollment Overview displays which benefit options are open for edits. All of your benefit changes will be effective the date of the open enrollment event.

%  Marital Status

© Complete ~ Enroliment Summary

Your Pay Period Cost $29 .00 Full Cost $29.00

%  Acknowledgement
@ Complete Employer Cost $614.50
Status Submitted 01/13/2021 9:56PM
Benefit Summary ‘ Enroliment Preview Statement ‘
@ Visited L

Submit Enroliment.

» Personal Information
@ Visited

Note: To update Flex Spending deductions, click on the Flexible Spending Medical Tile and
update the Annual Pledge Amount. For further information on updating the benefit enrollment
information, see the Job Aid titted BN361 Enrollment Steps for an Employee. This Job Aid is
located on the Cardinal website in Job Aids under Training.

53. Click the Next button.
The Summary page displays.

Cancel ‘ £ Previous

%  Welcome to Marital Event Task: Summary ‘ Complete

© Complete
%«  Marital Status Congratulations!

o lets .
© Complete ‘You have completed your Marriage Eventl
If you are changing your name, you need to update your information with your agency benefits administrator. You may also

* (-] ?:‘;mg‘:edgement need to update other important documentation such as:

Benef Sumpary RIS A WMW

54. Review the summary information for accuracy and then click the Complete button.

Note: The Marital Event is complete, and the information has been submitted to the Benefit
Administrator for further action.
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Divorce Life Event

1. Navigate to the Life Events tab on the Benefit Details page, as described in the Initiating ESS
Life Events section of this Job Aid.

< Cardinal Homepage Benefit Details A Q @

- Benefits Summary
Store & Warehouse Spec Il

¥4 Life Events Life Events
E/ Dependent/Beneficiary Info Qualifying Mid-Year Events - also known as Life Events
There are some events that involve you as the Employee or your family members.

[ Benefits Enrolment Review the choices and select the appropriate Event. Then enter the date of your event.

) For additional Life Events, please contact your Benefits Administrator. State employees can go to the Enrollment Form for Active Employees on the
*\. Benefit Statements DHRM website for additional Life Events

ﬁ Affordable Care Act v
Employee

O 1got married
O Ihave anewborn

O ladopted a child

O I got divorced I

Start Life Event

2. Click the | got divorced radio button option.
3. Click the Start Life Event button.

The Divorce Event page displays.

Cancel

‘I Next )I

% Welcome to Divorce Event Task: Welcome to Divorce Event
@ Complete

If you have expernenced a life event change it may impact your health care choices and enrollments

%  Divorce Status
O Not Started

This guide will take you through all the steps necessary to ensure that your personal profile, benefits, and payroll information are

%  Acknowledgement updated to reflect this event in your life.

O Not Started

Benefit Summary
O Not Started

» Personal Information ‘

D e I I Y s W YV Sy

4. Read through the Welcome to Divorce Event information and then click the Next button.
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The Divorce Status page displays.

Cancel

‘ < Previous ]I Next > I
%  Welcome to Divorce Event Task: Divorce Status

© Complete

Current Single

% Divorce Status
© In Progress

Change Marital Status

*New Status v
%  Acknowledgement

O Not Started *Divorce Event date | 01/13/2021

Benefit Summary

Q Not Started
oo Y LW P WJMMM*—M

Select “Divorced” using the New Status field drop-down menu.

5
6. Enter/select the appropriate divorce date using the Divorce Event date Calendar icon.
7 Click the Save button.

8

Click the Next button.

The Acknowledgement page displays.

=
‘ (F'reviuusll Next. )I

As a participant in the State Retiree Health Benefits Program for retirees. survivors and LTD participants, | certify that | have reviewed and understand the
eligibility and enroliment information for the State Retiree Health Benefits Program for Mon-Medicare Retirees or the State Retiree Health Benefits Program
for Medicare Retirees and | agree to abide by all participation requirements.

Cancel

%  Welcome to Divorce Event
@ Complete
Local Choice Health Program Participant

%  Divorce Status

@ Complete As a participant in the Local Cheice Health Benefits Program for active employees and refirees, | certify that | have reviewed and understand The Local
Choice Health Benefits Program eligibility and enrollment information and | agree to abide by all participation requirements.

*  Acknowledgement Participants Covering Dependents
© In Progress

Ag a participant covering dependents | | alse cerify that all dependenis listed meet the eligibility requirements of the Program and that the information |
have provided is complete and accurate to the best of my knowledge.

Benefit Summary
O Not Started « | understand that intentienally giving incorrect informafion is considered perjury and punishable to the fullest extent of the law.

« | understand that the health plan and its business associates have the right to use Protected Health Information in connection with the treatment,

} Perscnal Information payment and health plan operations allowed for by the Health Insurance Poriability and Accountability Act.

O Not Started

. You must remove your ex-spouse and stepchildren within §0-days of the date of the divorce event. Note: Ex-spouses are not eligible, even with a court
%  Dependent/Beneficiary Info order.

O Not Started

%  Benefit Enroliment Required Documentation: Photocopy of the final divorce decree from the employee to document the date of divorce.
O Not Started

Summary
O Not Started O 1 Agree

IMid-Year Life Event Policy

9. Read through the Health Plan Acknowledgement information and then click the | Agree checkbox
option.

10. Click the Save button.
11. Click the Next button.
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The Benefit Summary page displays.

Cancel ‘ < Previous ‘ I Next > I
%  Welcome to Divorce Event Task: Benefit Summary
© Complete
As Of | 01/13/2021
% Divorce Status
© Complete
*  Acknowledgement
© Complete Type of Benefit Plan Description Coverage or Participation
Benefit Summary Medical COWVA HithAwr + Prev Den Single >
® Visited
Imputed Life Imputed Life Insurance Income Salary X 2 >
» Perscnal Informaticn
O Not Started Section 457 Waived

S AgppadantBeRaicianlnly e TN o™ A N in TNt e el

12. Review the current enrollments and then click the Next button.

The Personal Information — Name page displays.

Cancel

‘ £ Previous ‘ Next >

-

% Welcome to Divorce Event Task: Personal Information - Name
© Complete

Current

% Divorce Status
© Complete

*  Acknowledgement
© Complete

B i ary

13. Your current name displays. If the divorce resulted in a name change for you, click the Expand
icon (>) to the far right of the current name listing. If the divorce did not result in a name change for

you, proceed to Step 16.

Rev 09/20/2021 Page 55 of 64



//;/Cardinal Employee Self-Service Job Aid

ESS How to Create a Life Event

The Name page displays in a pop-up window.

[Cancel | Name
Change As Of |01/13/2021
Name Format | English v

Name Prefix v
*First Name
Middle Name
*Last Name

Name Suffix v
Display Name
Formal Name
Name

14. Enter your first and last names in the corresponding fields.
Note: Optionally, add your Prefix, Middle Name, and/or Suffix, as applicable.
15. Click the Save button.

The Personal Information — Name page returns.

Cancel

|
‘ (Previnus‘l Next )I

% Welcome to Divorce Event Task: Personal Information - Name

@ Complete

Current 3

% Diverce Status

@ Complete
%  Acknowledgement

@ Complete

Bepsf] ary W W e N Y

16. Click the Next button.
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The Personal Information — Home and mailing Address page displays.

Cancel | £ Previous H Next >
* o ‘::VE'ET“"E to Divorce Event Task: Personal Information - Home and mailing Address
omplste
Home Address
% Divorce Status 1901 Brandywine St
Current >
© Complete Richmond, VA 23220

%  Acknowledgement
@ Complete Mailing
Benefit Summary No data exists.

® Visited | Add Mailing Address |

. sonal Informati WMW\W-—‘

17. Your current home address displays. If the divorce has resulted in a personal address change,
click the Expand icon (>) to the far right of the current home address listing. If the divorce did not
result in a personal address change, proceed to Step 20.

The Address page displays in a pop-up window.
[ Cancel | Address

Employee Instruction

To save United States addresses at least one of the following fields must get populated: Address 1, Address 2, Address 3
Change As Of | 01/13/2021
Address Type Home
Country | United States Q

Address 1 | 1901 Brandywine St
Address 2
Address 3
City | Richmond
State | Virginia Q
Postal |23220

County

18. Update your home address information as needed using the corresponding fields.

19. Click the Save button.
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The Personal Information — Home and mailing Address page returns.

20.

| (F'reviclus“ Next )I

Cancel

* o ‘gs":‘l’me to Divorce Event Task: Personal Information - Home and mailing Address
omplste

Home Address
% Divorce Status 1901 Brandywine St

Current
© Complete Richmond, VA 23220 >

%  Acknowledgement
@ Complete Mailing

Benefit Summary w
@ e | Add Mailing Address |

. sonal Informati mewww__j

Click the Next button.

The Personal Information — Contact Information page displays.

21.

22.

23.
24,

Rev 09/20/2021

Cancel

‘ < Previous ‘I Next )I

%  Welcome to Divorce Event Task: Personal Information - Contact Information
@ Complete
Phone
% Divorce Status No data exists
@ Complete
Add Phone
%  Acknowledgement
@ Complete
Email
Benefit Summary
@ Visited
Email Address Type Preferred
4 Personal Informaticn
@ Visited x0x00900008000_ABC@virginia.gov Business v

R Y T T ¥ NI N N

To add a phone number, click the Add Phone button and enter the applicable phone number
information.

To update an Email address, click the Expand icon (>) to the far right of the Email address listing
and update the Email address information.

Note: Business Email addresses cannot be updated through self-service options. Contact your
Agency HR Administrator to update your business Email address.

To add an Email address, click the Add Email icon (+) under the Email section heading.

Click the Next button.

ESS How to Create a Life Event
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The Personal Information — Emergency Contact page displays.

Cancel ‘ (Previuus“ Next }I

-

%  Welcome to Divorce Event Task: Personal Information - Emergency Contact

& Complete

Contact Name Relationship Preferred

%  Acknowledgement Spouse v

& Complet

25. Click the Add Emergency Contact icon (+) or Expand icon (>) to add an additional Emergency
Contact or update an existing Emergency Contact, respectively.

% Divorce Status
© Complete

Note: If an Emergency Contact has not yet been established, click the Add Emergency Contact
button to add your first Emergency Contact.

The Emergency Contact page displays in a pop-up window.

| Cancel | Emergency Contact |5ave|
“Contact Name
“Relationship | Spouse ~
Preferred
Address
100 Main Street N
Richmond, VA 23219
Phone Numbers
+
Phone Extension Type
555/555-6555 Business >
Delete

26. Update or add the applicable contact information for the emergency contact in the corresponding
fields.

27. Click the Save button.
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The Personal Information — Emergency Contact page returns.

Cancel‘ | £ Previous II Next )I

% _ Welcome to Divorce Event Task: Personal Information - Emergency Contact
& Complete
+
% Divorce Status
& Complete Contact Name Relationship Preferred
Sibling v >

%  Acknowledgement
@ Complete

Benefit Summary
@ Visited

28. Click the Next button.
The Dependent/Beneficiary Info page displays.

Cancel | £ Previous ‘ Next >
%  Welcome to Divorce Event
@ Complete Store & Warehouse Spec Il
% Divorce Status Task: Dependent/Beneficiary Info
@ Complete
Add Individual
%  Acknowledgement N N N
© Complete Name Relationship Beneficiary Dependent
i >
Benefit Summary Child v v
@ Visited
Child v v 4
} Personal Information
@ Visited
Child v v 4
*  Dependent/Beneficiary Info
© In Progress Spouse v e

L BeneAtEpolmenta. A o™ o b e A SN e 0N N N et

29. Click the Expand icon (>) to change the personal information for the spouse being removed.
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The Individual Dependent/Beneficiary Information page displays.

‘Canoel‘

Name

Personal Information
Date of Birth

“Gender

Select Save after you have edited your Dependent/Beneficiary's information. The changes will go into effect on Jan 13, 2021.

Individual Dependent/Beneficiary Information

12/18/1986

Female ~

I “Relationship to Employee

Spouse v I

*Marital Status

*Student

*Disabled

“Smoker

I N e R e P VLV ey

30.

Married  ~

No v

No v

Non Smoker v

A warning message displays in a pop-up window.

Changing relationship may affect current enrollment. Contact administrator if needed.

OK

31. Click the OK button.

Rev 09/20/2021

Update the Relationship to Employee field to “ExSpouse” using the drop-down menu.
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The Individual Dependent/Beneficiary Information page returns.

|Cancel|

Name

Personal Information
Date of Birth
*Gender

“Relationship to Employee

Individual Dependent/Beneficiary Information

Select Save after you have edited your Dependent/Beneficiary's information. The changes will go into effect on Jan 13, 2021.

12/18/1986

Female ~

ExSpouse -

I *Marital Status

Married v I

*Student
*Disabled

*Smoker

Address
Address

1601 Brandywine St
Richmond, VA 23220

R e S R o N N Y R e T iy

No ~
No ~

Non Smoker

Address Type

Home

Same as mine

Same as mine >

32. Update the Marital Status field to “Divorced” using the drop-down menu.

The Individual Dependent/Beneficiary Information page refreshes.

‘ Cancel|

Name

Personal Information
Date of Birth
*Gender
*Relationship to Employee
*Marital Status
*Student
“Disabled

*Smoker

Address
Address

1901 Brandywine St
Richmond, VA 23220

A T O RV Y o G L VN W e VL N

Individual Dependent/Beneficiary Information

Select Save after you have edited your Dependent/Beneficiary’s information. The changes will go into effect on Jan 13, 2021.

12/18/1985

Female ~

ExSpouse ~
Divorced +

No ~

No ~

Non Smoker v

Address Type

Home

Save

| 2s ot |orrtam0zs =]

Same as mine

Same as mine >

33. The As of field defaults to the system date. Enter/select the appropriate divorce date using the As

of Calendar icon.

34. Click the Save button.

Rev 09/20/2021
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The Dependent/Beneficiary Information page returns.

Cancel | £ Previous ] I Next > I
%  Welcome to Divorce Event -
@ Complete Store & Warehouse Spec [l
% Divorce Status Task: Dependent/Beneficiary Info
& Complete
‘ Add Individual
%  Acknowledgement
@ Complete Name Relationship Beneficiary Dependent
i >
Benefit Summary Child v v
® Visited
Child v v >
» Personal Informatien
@ Visited
Child v v >
% Dependent/Beneficiary Info
@ Complete ExSpouse v v ?
%  Benefit Enroliment ‘
Not S _,_...L\,"\.__’.

35. Click the Next button.

The Benefit Enroliment page displays.

‘Cﬂﬂtel ‘ < Previous WI Next )Il

%  Welcome to Divorce Event Task: Benefit Enrollment
© Complete
The Enrollment Overview displays which benefit options are open for edits. All of your benefit changes will be effective the date of the open enrollment event.

% _ Divorce Status ~ Enrollment Summary

@ Complete
N Full Cost.
% Acknowledgement Your Pay Period Cost $29.00 ull Cost §29.00
© Complete Employer Cost $614.50

Status Submitted 01/13/2021 9:56PM

Benefit Summary Enroliment Preview Statement
@ Visited
Submit Enrollment

» Personal Information
@ Visited

%  Dependent/Beneficiary Info
© Complete Benefit Plans

¢
%  Benefit Enroliment ‘ = = ‘ ‘ =
© In Progress.
Medical Flex Spending Medical Flex Spending Dependent Care
Summary
O Not Started
Current  COVA HithAwr + Prev Den Current Waive Current Waive
New COWAHIthAwr + Prev Den New Waive New Waive
Status @ Changed Status Pending Revi Status Pendin, iew

Note: If applicable, the benefit enrollments can be updated by clicking on the appropriate tile(s).

36. Click the Next button.
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The Summary page displays.
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%  Welcome to Divorce Event
@ Complete

% Divorce Status
® Complete

%  Acknowledgement
@ Complete

Benefit Summary
@ Visited

» Personal Information
® Visited

%  Dependent/Beneficiary Info
& Complete

%  Benefit Enroliment
© In Progress

Task: Summary

You have completed your Divorce Event.

Steps

Step Status
Welcome to Divorce Event @ Complete
Divorce Status @ Complete
Acknowledgement @ Complete
Benefit Summary ® Visited

Date Completed
01/13/2021

01/13/2021

01/13/2021

N N PER o 9 Visited 5 st

Cancel | < Previous
Complete

10 rows
T
Required Go to Step
Yes Go to Step
Yes Go to Step
Yes Go to Step
No Go to Step

37. Review the summary information for accuracy and then click the Complete button.

Note: The Divorce Event is complete, and the information has been submitted to the Benefit
Administrator for further action.

Rev 09/20/2021

Page 64 of 64



